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AGENDA

FOR THE

CIA GAREER COUNCIL

18th Meeting, Thursday, 9 February 1956, at L:00 p.m.
DCI Conference Room, Administration Building

Minutes of the 17th Meeting; (attached) for approval.

"Foreign Language Davelopment Program®, memorandum to DD/S from
ad hoc Committee, dated 31 January 19563 (attached) for discussion
and approval.

Assigmment and Promotion; implementation of policy recommended by
the Council to the DCI and approved by himg {attached) for approval.

a. "Identification of T/0 Positions with a Career Service and
Board or Panel"™, proposed memorandum to DD/I and DD/P from
DD/S, dated 30 January 1956,

b, "Assigrment®, proposed revision of

dated 30 January
1956,

2, "Promotion", proposed revision of

dated 30 January

New business.
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2 February 1956

BRIEF

On 10 November 1955 the Coumcil recommended to the Director new
and more flexlble promotion and assignment policies, together with a
mechanism for theilr control. These he has approved. In order %o
implement these policies it is necessary to identify all positions on
T/0vs with Career Services so that the control - the Career Ssrvice
Grade Authorization4(CSGA) ~ may be calsulated.

Attachment 3a, "Identification of Positions", will achieve this
first s%ap and should receive priority action.

Attachments 3b "Asaigmment" and 3c *Promotion" show how the CSGA

will be used., These regulations will not be 1ssued until the CSGA can

be ealculated and isswed. However, it is requested that the Council

approve the regulations at this time in order to provide a firm base

for the required action during the ensulng three months.
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1. GENERAL

This regulation establishes policy, rvesponsibilities and progcedures for the

assignment of sisff employess, staff agents, and detailed milltary personnel

within the Agency. It doss not appiy to assignments involving grades GS-16,

17, or 18 or to assignments of employees compensated in accordance with Wage

Board or Negotiated Wage Schedulea,

2. POLICY

8. According to the needs of the Agency, persomnnel will be assigned to posi-
tlons involving dutlies and respensibilities which are commensurate with
their abilities and which will, whenever vosslble, offer them opportunity
for growth and development.

b. All detalled military versecnnel ir:lll be assigned to a regularly established
position, |

¢. Hormally an individual's grade will correspond toc the grade of the vositién
%o which he is asslgned. However, he may be assigned to a higher or lower
graded position within the limitations prescribed by this regulation, when

1t is in the beat interests of the Agency due to such circumstances aa:

Approved For Release 2001/03/04 : CIA-%N-P’I@W%(LGOOOZA
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(1) The individual is the only qualified person aveilable for a position
which met be filled immedlately because of operational needs.

(2} A particular assignment is desirable to provide an individual with
certain experience to qualify him for future assignments in which he
would be of greater value to the Agency,

(3) The 1ndividua1 possesses qualifications of evident wslue to the Agevigy
in pasitions of his own grade, and although no immediste assignment
at that grade is available, staffing nlans indlcate the availsbility
of an appropriate position in the foresesable future.

d.  Assignment of a person to & lower graded nosition will be preceded by aﬁ
explanafion to him of the reasor{s) for the action and a notation of this //
explanatiqn will be made a matter of record in the bfficial Parsonnel Folder.

3.  CAREER SERVIZE GRADE AUTHORIZATION {CsGA)

The Career Service Grade Authorization (CSGA) 1s a tabulation by grade of 211
authorized General Schedule pesitions which have been 1dentified with each
Career Service in accordame wit.h_ The CSGA representa the basis for
planning and controlling fhe grade level distribution of the members of eash
Cereer Service and provides a guide for maintaining personnel assets in balance
vith personnel requirements. The grade distribution of all msmbers of each
Caresr Service togsther with the assimileted GS ranks of those military personnel
who arse assigned to General Sehedule positions designated to the Career Serviee,
may equal but not excesd the Career Service Grade Authorization.

Approved For Release 2001/03/04 : CIA-RDP80-01826R000400060002-4
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4,  RESPONSIBILITIES
a. OPERATING OFFICIALS

Operating Officials are responaible fors

(1) Providing jcb data and information concerning the duties, responsi-
bilities and qualifications requirements of positions within their
organizations;

(2) Meking recommendations to the Heads of avpropriate Career Services
concerning the assigmment of persomnel to such positions; and

(3) Evaluating the performance and potential of employees who are assigned
to thelr organizations.

be HEADS OF CAREFR SERVICES

Beads of Career Services are responsible for:

(1) Recommending assignment actlons which affect elther emnloyees or
positions identifisd with their Career Serviees. The assipment of
an employee in one Career Service to a position identified wi.bh an-
other Career Se vice will be for a stated minimum period of time as
agreed to by the Heads of both Career Services. In the case of such
assignments, action to reassign an individual before he has completed
the stated mirimum period of time in the assignment will also require
approval by the Heads of both Carser Services,

(2) Ensuring that the Carser Service Grade Authorization 1s not exceeded.

S BHET
Approved For Release 2001/03/04 : CIA-RDP80-01826R000400060002-4
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¢. DIRECTOR F PFE ISONKEL

The Director ¢’ Persomnel is responsible fors

(1) Providing assistance to Operating Officials and Heads of Career
Services in connsction with the definition of the duties, responsi-
bilities, and qualifications requirements of positlons and the
evaluation of personnel qualifieations;

(2) Providing assistance to Onerating Officials and the Heads of the
Careor Services in comneection with the ewvaluation of qualifications
and the selection of individuala for assignment;

{3) Approving those actions which conform to the neovisions of this
regulations

(4) Periodically determining and reporting the status of Carecer Service
Grade Authorization for easch carser service.

5.  PROCEDURES
Requests for assignment action will be submitted to the Dirsctor of Personnel
on Standard Form 52, Request for Per;onnel Action, in accordsnce with the

instructions in Handvook Ne. | TGN " 25X1A
FOR THE DIRECTOR CF CENTRAL INTELLIGENCE:

L. K. WHITE
Deputy Director
(Support)

DISTRIBUTION: AB
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1. GENERAL

This regula®icn statez policy and procedures appliecable to the promotion of

enployees (staff employess and staff agents) up to and including grade GS-15.

It dees not apply to promotioné involving grades GS-16, 17, and 18, or to the

vromotion of employses compensated in aecordance with Wage Board, or FRegotiated

Wage Schedules.

2. POLICY

The promotion of Agency employees will be baszed on a comnetitive evaluation of

thelr secomollshments, qualificaticns znd demonstrated abilities in relaticn

to Ageney needs. Every effort will be mede to 111 newly creasted or vscant

positlons by the promotion or reassigrment of qualified Agency employees before

external recruitment is undertaken.

a. Employees who have completed the minimum Agency requirements specified
herein, will enter the zone of consideration for promotiom and be

considered for promotion at least once each year thereafter,

Approved For Release 2009183704 c]A-RDP80-01826R000400060002-4
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b. Normally, an employee's grade will correapond to the grade authorized for
the positiom to which assigned. However, when the Head of a Carser Service
has selected an employes for promotiﬁn on g campetitive basls and 1t 1s in
the best lnterests of the Agency not to reassign him at that time to a
position which will accommodate his promotion, he may be promoted in his
current positicn above the grade of that position subject to the controls
prescribed by this regulation. If an employee is in a nosition of a grade
lower than his current grade, he must be reassigned to a position
appropriate to accommodate a nroposed vromotion action.

Go Promotions will be limited to one grade except where promotions of two
grades within the grade range GS-5 through GS-11 have toen specifically
recommended by the Head of the Career Service concerned.

3.  CAREER SERVICE GRADE AUTHORIZATION (CSGA)

The Career Service Grade Authorization (CSGA) is a tabulation by grade of all

authorized General Schedule positions which have been identified with each

Career Service in accordance vith [ T:e csca represents the basis for

planning and controlling the grade level distribution of the members of each

Carcer Service and nrovides s guide for maintaining personnel assets in balance

with personnel requirements. The grade distribution of all members of each

Career Service together with the assimilated GS ranks of those military persomnnel

vho are assigned to General Schedule vositions designate¢ t» the Career Service,

may equal but not exceed the Career Service Grade Authorization,

2
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4. RESPONSIBILITIES
a. SUFERVISCRS
Supervisers at all levele are responsible for evaluating the performance
of employees under their jurisdiction end for making recommendations to
the heads of anpropriate Career Services, through normal command channels,
concerning the promotion of such employees, according to the provisions
of this regulation.
b, HEADS OF CAREER SERVICES
(1) Heads of Caresr Services ave responsible for the congideration of
all personnel In their Career Services for promotions on a competitive
basis and for requesting the Direetor of Personnel to effect promotions,
The fact that promotion actions ave recommended constitutes a certi~
fication by the head of the Caresr Service that the individuals have
been found through compstitive evaluations to he the best qualified
of those within the zone of consideration. Coupetitive evaluations
will be based on comparison of the qualifisations of each employee
within the zone of consideration against all others in his grade with
due consideration given to such Pactors ass
(a) Experience
(b) Skills and abilities

(e¢) Performance and other elemontas as reflected in his Fitness Report

{d) Training
(e) Eduecation
(f) Length of serviece

3
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(2)

(¢) Career Staff membership

(h) Any other factors which might be pertinent to the individusl's
future relationship with the Agency.

Heads of Career Services will ensure that the grade distributions of

employees in their Career Services and military persomnel assigned to

positions designated to their Career Service does not exceed the Career

Service Grade Authorization for their service.

DIRECTOR OF PERSONNEL

The Director of Personnel is responsible fors

(1)

(3)

{4)

(5)

(6)

Ensuring compliance with the regulation by continuous evaluation of
the Agency's promotion vrogram.

Assisting officials ai all levels in carrying out their respon~
sibllities in accordance with this regulation.

Reviewing all promotion requests and finally spproving those promotion
actions which conform to the provisions of this regulation,
Assisting Operating Officlals and Heads of Career Services in the
reassignment to appropriate positions and at appropriate times of
personnel who have been promoted under this regulation to a grade
higher than the grade of the position they hald.

Periodically determiming and issulng a tabulation of the status of

Career Service Grade Authorizations.

Recording and disseminating the qualification requirements of all

Ageney positions to be used as a basis for reviewing oromotion requests.

A
SwEuCeaReE~T
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5, AGENCY LENGTH OF SERVICE RFQUIREMENTS
An employee will enter the zone of consideration for vromotion when he has

served 1n his current grade for the appropriate period as indicated below:

Cyrrent Grade Months of CIA Experience
GS-1 through 6 6
8.7 through 11 12
G3-12 and 13 18
GS-14 24

6, AGENCY QUALIFICATION REQUIREMENTS

An employee must be qualified %o perform the duties of a higher graded position

+o0 which his promotion 1s recommended. If an employee is being promotzd and

retained for the time being, in the best interests of the Agency, in a lower

graded position, he must be qualified 4o perform work in the oeccurational

category and grade level to which he is promoted. When an employes is being

considered for nromotion to a position for which qualificatlon requirements

are prescribed in Handbook_ these requirements will be used as the

basis for evalusting his qualifications.

7.  PROCEDURES

Requests for promotion will be submitted to the Director of Personnel on

Standard Form 52, Request for Peraonngl Action, in secordance with the

instructions in Handbook ¥o.| EGN

g, EXCEPTIONS

A Recommendations for promotions which involve exceptlions to the polieles,
requirements, or procedures in this regulation will be forwarded to the

5
S-E~C-R~E=T
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be

Directqr of Personnel by the Head of the Career Service concerned in a

memorandum of justification attached to Standard Form 52, Request for

Personnel Actlion. The Director of Personnel will finally approve or

disapprove recommendations for exceptions, subject to review only by the

Director of Central Intelligence. Exceptions will be made only when it 1is

clearly established that the promotion is warranted on the basis of circum-

stences such as:

(1) An employee was initially employed at a grade below that for which he
was qualified; or

(2) An individusl is qualified for promotion based partly on his experience
prior to his entry on duty; or

(3) Such exception 1s necessary to recognize and utilize an employee's
outstanding ahility. .

Exception to the policies of requirements or procedures of this regu-

lation will not Ye approved, on any basis, when such excentlion would csuse

the Carser Service Grade Authorization (CSGA) to be exceeded,
FCR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE
Deputy Director
(Support)

DISTRIBUTION: AB
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3.  GENERAL

This reguiation states policy and procedures appliecadie %o the promotion of
enployees (staff employees and staff agents) up to and including grade GS-15.
1% does not apply to promotions involving grades GS-16, 17, and 18, or to the

promotion of employees compensated in accordance with Wage Board, or Megotiated

Wage Schedules.,

2. POLICY

The promotion of Agency employees will be based on a cometitive evaluation of

thelr secomplishrents, qualificstions and demonstrated abilities in relation

to Agency neede. REvery effort will be made to f111 newly erested or wacant

vositions by the promotion or resasignuent of qualified Ageney enployses hefore

external recruitment is undertaken.

a: FEmployees who have completed the minimum Agency requirewents spacified
herein, wlll enter the zone of consideration for promotion and be

considered for oromotion at lsast once each year thereafter.

Approved For Release 2001753704*CiA-RDP80-01826R000400060002-4
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b. Normally, an smployee's grade will correspond to the grade authorized for
the position to which assigned. Howéver, when the Head of a Career Service
has selected an employee for promotién on a campetitive basis and it is in
the best interests of the Agency not to reassign him at that time to a
position which will accommodate his promotion, he may be promoted in his

~ ecurrent position above the grade of that position subjeet to the controls
preseribed by this regulation. If an employee 1s in a nosition of a grade
lover then his current grade, he must be reassigned to a vosition
appropriate to accormodate a vroposed vromotion action.

o Promotions will be limited to one grade excent where promotions of two
grades within the grade range G8~5 through GS-11 have lsen specifically
recommended by the Head of the Career Service concerned.

3. CAREER SERVICE GRADE AUTHORIZATIOR (CSGA)

The Career Service Grade Authorization (CSGA) is a tabulation by grade of all

authorized General Schedule positions which have been identified with each

Career Service in accordance with| I T™he CSCA renresents the basis for

plamming and controlling the grade level distribution of the members of each

Career Service and vrovides a guide for mainteining personnel assets in balance

with personnel requirements. The grade distribution of all members of each

Career Service together with the assimilated GS ranks of those militery personnel

who are assigned to General Schedule nositions designated t5 the Career Service,

may equal but not exceed the Career Service Grade Authorization.

2
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RESPONSIBILITIES

SUFERV ISORS

Supervisors at all lewels are responsible for evaluating the performance

of employses under their jurisdletion and Fop making recomendations to

the heada of anprovriate Career Services, through normsal command channels,

concerning the promotion of such employees, according to the provisions

of this regulation.

HEADS COF CARFER SERVICES

(1) Beads of Career Services are resvoneible for the consideration of

all personnel in their Career Services for oromotions on & competitive

basis and for requesting the Director of Personnel to affeet nromotions.

The fact that promotion actions awe racommended constitutes a certi-

fication by the head of the Career Service thai the individvals have

been found through competitive evaluations to be the best qualified

cf those within the zone of considoration. Competitive evaluations

will be based on comparison of the qualifications of each employee

within the zoue of consideration against all others in his grads with

due consideration given to sueh factors as:

(a)
(b)
{e)
(@)
(e)
(£)

Experience

Skills and abilities

Performance and other elemonts as reflected in his Fitness Report
Training

Eduecation

Length of serviee

3
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(g) Career Staff membership
(h) Any other factors which might be pertinent to the individual's
future relationship with the Agency.

(2) Heads of Career Services will ensure that the grade distributions of
employees in their Career Services and military personnel assigned to
positions designated to their Career Service does not exceed the Career
Service Grade Authorization for their service.

| c. DIRECTOR OF PERSONNEL

‘ The Director of Persomnel is responsible for:

(1) Ensuring compliance with the regulation by econtimuous evaluation of
the Agency's promotion nrogram.

(2) Assisting officials at all levels in carrying out their respone
gibilitles in accordance with this regulation.

(3) Reviewing all promotion requests and finally espproving those promotion
actions vhich conform to-thevpfovisions of this regulstion,

(4) Assisting Operating Officials and Heads of Career Services in the
reassignment to appropriate positions and at appropriate times of
personnel who have been promoted under this regulation to a grade
higher than the grade of the position they hold.

(5) Periodically determiming and issuing a tébulation of the status of

Careeor Service Grade Authorizations.

(6) Recording and disseminating the qualification requirements of all

Ageney positions to be used as a basis for reviewing oromotion requests.

'
SeEeuCeixE.T
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5e AGENCY LENGTH OF SERVICE RFQUIREMENTS
An employee will enter the sone of conslde ation for oromotion when he has

served in his current grade for the appror "late period as indlcated below:

Current Grade Months of CIA Experience
GS-1 through 6 6
G3~7 through 11 12
GS-12 and 13 18
GS-14 _ 24

6., AGENCY QUALIFICATION REQUIREMENTS

An employee must be qualified to perform "'-hé duties of a higher graded position
to which his promotion is recommended, If an emnloyee is being promoted and
rotained for the time belng, in the best interests of the Agehcy, in & lower
graded position, he must be qualified to perform work im the occupational
category and grade level 1o which he is promoted. When an employse is being
conslidered for nromotion to a position for which qualificstion requirements
are preacribed“iwn ‘iié.ndboo‘i_ these ,reciuirémenta will be used as the
baais for evalusting his qualifications.

7.  PROCEDURES

Requests for promotion will be submltied to the Director of Personnel on

Standard Form 52, Request for Personnel Action, in accordence with the
instructions in Handbook No.J NG
8., EEICEFTIONS

a., Recommendations for promotions which invelve exceptions to the policles,

requirements, or procedures in this regulation will be forwarded to the

5
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b.

Director of Personnel by the Head of the Career Service concerned in a
memorandum of justification attached to Standard Form 52, Request for
Personnel Action. The Director of Personnel will finally approve or
disapprove recommendations for exceotions, subject to review only by the
Dirvector of Central Intellicence. Exceptions will be made only when it 1s
clearly established that the promotion is warranted on the basis of circum-

stances such ass

(1) An empioyee was initially employed at a grade below that for which he
was qualified; or

(2) An individual is qualified for promotion based nartly on hig experlence
prior té his entry on duty; or

(3) Such exception is necessary to recognize and utilize an amployea'é
outstanding ability.

Excention to the policies ¢f requirements or procedures of this regu-

lation will not Pe approved, on any basis, when such excevtlion would cause

the Carser Service Grade Authorization (CSGA) to be exceeded.
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE
Denuty Director
(Support)

DISTRIBUTION: AB
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DRAFT
30 Jenuery 1956

MEMORANDUM FOR: Deputy Director (Intelligence)
Deputy Dirsctor (Plans)

SUBJECT 2 Identification of T/0 Positions With a Capesr
Service and Board or Fanel

1. Hagulatiot- the CIA Career Councii and Cereer Services, as
revised on 15 December 1955, provides in paragraph 4, d, (2) thet Deputy
Directors will designate positions on their Tables of Organization acsording
t0 the functional and organizational reletionship of each position to a Serviece
and Board or Panel. The purpose of this memorandum is to ocutline procedures
and rosponsibilities for the asalgnment of position desigmtions;

2. Thé primary purpose of the Service, and Board or Panel dezignations,
sted Inj N1 o idontify each staff employee and staff ggent vith
the Carecer S‘ervice and Bosrd or Panel to wﬁieh he is assigned. In most instances,-
theogse sane éyfnbols will serve equally well to 1dentify positions by Career
Service and ﬁcafd o Panel. Howevor, Deputy Diiectors are not reatricted to
the use of thegs gpecific symbols in identifying positions if they find that
other symbols will be more ussful in distinguishing betwesn diffefant types of
posltions under the jurisdiction of & given Service, and Board or Pamel. In
any case, pdaition designations must be limited as at present, to two letters,
the first of which will identify the Serviee. Upon submission of Tables of
Organization indieating position designations, Deputy Directors will sttach
definitions of all designations used, which will become official when publighed
in an appropriate regulation. The Director of Personnel will provide gtaff
assistance to Deputy Directors in defining position designations and in
designating positions,
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2., Deputy Directors, in their capacity as members of the Career Councll,
have agreed that the following procedures, togothur with the assignment of
responsibilities indicated below, are regquired to implement this poliey.

a. Assisnment of Initial Position Designations to T/0 Position
(1) The Direetor of Persommel will furnish Deputy Directors

with a current copy of their Tables of Organization.

(2) Deputy Directcrs will review the positions on their T/O'a
and record an appropriate position designation for sach position.

(3) Deputy Directors and Operating Officials will coordinate
with H@ads of Caresr Services to ensure appropriateness of position
designations as to Service and Board or Panel.

(4) Within 90 days after receipt of T/O's, Deputy Directors
and Operating Officisls will forward to the Director of Fersomnel
the completed T/0's showing the position designmetion assigned to
oach position together with a definition of the various position
designations used.

(5) The Director of Personnel will authenticate the definitions
of position designations and the assignment of p-sition designations
to T/0 positions, will maintain the official records of the designations
assigned to T/0 nositioms and provide periodic reports of positions
designated to each Service and Board or Pansl.

b, Changing of Position Designations
Action to change a poéition designation may be desirazble from

timg~to-time due to funectional changes in the job, charnges in organ-

zational responsibllity cr by agreemsnt between the Operating

Officlals and Career Services concerned.
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OF _THE

GIA CAREER COUNGIL

18th Mseting, Thursday, 9 February 1956, L:00 p.m.
Room 115, Adminiatration Building

Praesent: Lyman B. Eirkpatrick, IG, Actipg Chairman
G?OGwA, Alt. for D/CO, Msmber
DD/P, A1t. for DD/Y, Member
25X1A9%9a o A/DUL/AD, Alt. for DD/I, Member

AD/TR, Alt. for DTR, Member
Bl /Pers, Alt. for D/Pera;, Membex
Lewrence K, White, DD/S, Member

25X1A%9a _eautive: Secretary
, Reporter

Guests

Members and Consultants of ths ad hoc Committee on
Foraign Language Developmant

OTR
25X1A%9a ;
G
DD/S
OTR

i, The minutes of ths 17th Meeting of the CIA Carser Counecll wers
approved as distributed. It was confirmed that the DICI had established
the policy that no numerical or adjectival rating be computed from Pitnesa
Reports., It was also confirmed that in the event of a Reduction in Force,
which was extremely unlikely, it was the intent of the preseantation at the
previous meeting that all personnel would compete on a World-wide basls and
that there would not be separate competitive areas for ihe DB/I, DD/P and

DE‘/SO ¢
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2, The "Foreign Language Development Program" was discussed in detail.
It was recognized that a) it would take some time to get the program under-
way with respect to enlarging the training facilitles and qualifying persons
to receive the incentive award, and b) the legality of paying a monetary
bonus or award had not yet been established with finality. There was -
dissuseion of the difficulty that would be encountered 1n establishing world-
wide requirements for language competences. It was agreed that this was the
final responsibility of the Director of Personnel along with his rssponsibility
for job qualifications, but that he could only do it with the assistance of
the Heads of Opersting Components and of the Language Training Staff. The
scale of awards was discussed and tentatively approved. It was agresed that
unless language was made part of a duty assigmment, no great results from the
progran should be expected since 1t has been demonstrated that most persons
can not learn a language adequately in their spare time. Xt was agreed that
the Staff Study be accepted and forwarded to the Director for his approval,
and that the Resgulation be refsrred back to Regulations Gontrol Staff for
editorial and technical revision and that it be published after coordination
with the Office of Persommel, the Office of Training and the Language Task
Force. ‘ :

3, Tt was agreed that the problem of election of category or status
by Agency milltary reservists would be mentioned at the Director's Senior
Staff meeting on the following Monday.

Ew L. The question of "Identification of Positions on T/0's" and the
proposed new Assignment and Promotion regulations were discussed. The Councll
reserved judgment on these matters wntil it eould recensider the Career
Service OGrade Aubhorization mechanism which had been contained in the Staff
Study “Revisad Personnel Promotion and Assignment Policles". This Staff
Study had besn approved by the Council on 10 November and subsequently by the
Direstor on 27 Hovember. The Cowncil urged that a simpler mechanism to
achieve the same ends be found if possible. The proposed Regulatlons were '
withdrawn and the DD/S agreed to have the matter restudled and presented to
the Council. agein at a futuwre meoting.

5, The Council adjowrned at 1250 to mest again on 1 March 1956,

25X1A9%9a

Bxecu¥ive Secrefary
CIA Career Council
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